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2 



LESSON 1:  

SCEIS ECC OVERVIEW AND ACCESS 

 



 

Enterprise Central Component (ECC): 

ECC uses integrated business modules that share 

information. 

 

Users will create predefined transactions. 

Multiple users may work on various tasks to 

complete a process. 

SCEIS  

Enterprise Central Component 
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Accessing SCEIS ECC 
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http://www.sceis.sc.gov 

Type the following web address: 



SCEIS Logins 
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Citrix 
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Enter User Name and Password 
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Log On 
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Logon Pad 

10 



Security Notice 
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SAP Logon Pad  
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Starting an ECC Session 
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PROD-ECC Production System 



SAP Easy Access 
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ECC will time out after 60 

minutes of inactivity. 
 

Citrix will time out after 30 

minutes of inactivity. 

You may need to re-log into 

Citrix prior to re-logging into 

ECC. 



LESSON 2 – NAVIGATING  

 SAP EASY ACCESS 



SAP Easy Access 
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SAP Easy Access 

User Menu 



Navigating the Menu Bar 
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Menu Bar 



Navigating the Menu Bar 
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Menu Bar Icon 



Navigating the Standard Toolbar 
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Standard Toolbar 



Navigating the Standard Toolbar 
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Navigating the Standard Toolbar 
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Navigating the Standard Toolbar 
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Title Bar 
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Title Bar 



Application Toolbar 
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User Menu and Folders 
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User Menu 

Displays your user name 

User Menu 

Button      



User Menu and Folders 
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Click arrow to view 

available transactions 



User Menu and Folders 
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Open Folders 



User Menu and Folders 
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Closed Folders 



SAP Menu 
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SAP Easy Access  

Menu        button         

SAP Menu 



ECC Session Overview 
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Open Session 1 

Open Session 2 

Open Session 3 



Creating a New Session:  Option 1 

In the Command Field type 

 /o and the Transaction Code 

Click Enter  

    Button 

2 

1 



Creating a New Session:  Option 2 

32 

On the Standard Toolbar click the  

Creates New Session       button 



Creating a New Session:  Option 3 
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Select System 

Select Create Session 

1 

2 



Creating a New Session:  Option 4 
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Click the Windows 

Menu          icon 

Select Create Session 2 

1 



Navigating Multiple Open Sessions  
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Select Session 

Click the ECC button from 

the Windows taskbar 

2 
1 



Navigating Multiple Open Sessions  
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Press both Alt key and Tab key until appropriate session is selected. 



Verifying Open Sessions  
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Click the Session Manager Icon 

Displays the 

Active System  

and Session 

Displays your 

Active Transaction 

1 



Closing a Session:  Option 1  
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Go to the Standard Toolbar 

Click the Log Off       button 



Closing a Session:  Option 2  
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Select System 

Select End Session 
Go to the User Menu bar 

1 

2 

3 



Closing a Session:  Option 3  
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Click the Close        button 

At the upper right corner of the window 

X 

1 

2 



LESSON 4 – FAVORITES FOLDERS 



Adding Favorites:  Option 1  
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1.  Select the transaction. 

2.  While the transaction is selected, right click and select “Add to Favorites” 

Select transaction 

Right click and select  

Add to Favorites 

1 

2 



Adding Favorites:  Option 2  
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1.  Select the transaction. 

2.  While the transaction is selected, right click and select “Add to Favorites” 

Select transaction 

Go to the Menu Bar  

and select Favorites 
Select Add 

1 

2 

3 



Adding Favorites:  Option 3  
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1.  Select the transaction. 

2.  While the transaction is selected, right click and select “Add to Favorites” 

Drag-and-drop  

transaction into folder 

Select 

transaction 
1 

2 



Adding Favorites:  Option 4  
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Select transaction  

From the Application Toolbar:  

Click Add to Favorites         button 

1 

2 



Re-naming Favorites:  Option 1  
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Select transaction 

Select Change  

Favorites        button 

1 

2 



Re-naming Favorites:  Option 1  
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Re-name transaction 

Select Continue        button 

3 

4 



Re-naming Favorites:  Option 2  
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Select transaction and  

right click with mouse 

From the drop-down menu, 

select Change favorite 

1 

2 



Re-naming Favorites:  Option 2  
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Re-name transaction 

Select Continue        button 

3 

4 



Organizing Favorites  
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Select Move Down       or Move Up        button 

Select Transaction 

1 

2 



Creating Favorites Sub-Folders  
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Select Insert folder 

Select Favorites 1 

2 



Creating Favorites Sub-Folders  
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Select Continue        button  

Name Folder 3 

4 



Deleting Favorites:  Option 1  
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Select  Delete Favorites        button 

Select transaction  

1 

2 



Deleting Favorites:  Option 2  
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Select transaction 

Select Delete 

Select Favorites 

1 

3 

2 



LESSON 5 – ECC TRANSACTIONS 



Transactions and Transaction Codes  

56 

What is an ECC Transaction? 

•  A specific task. 

•  Based on user’s job responsibilities. 

 

What is an ECC Transaction Code? 

•  System assigned Code. 

•  Combination of letters and numbers. 

 
Example 

Transaction Code Transaction Description 

FB70 Customer Invoice 



Status Bar 
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Status Bar 
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Session Manager 



Menu Display Settings- 

Display Technical Names 
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Select Extras   

Select Settings   

1 

2 



Display Technical Names 
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Select Display 

technical names   

Select Continue       button 

1 

2 



Transaction Codes and  

Technical Names Displayed 
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Displays  

transaction code and  

technical names   



Creating a New Transaction: 

Option 1  
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In the Command Field: Type your transaction code 

Click the 

Enter button 

1 

2 



Creating a New Transaction: 

Option 1  
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3.  Create     

   Transaction 

Create Transaction 3 



Creating a New Transaction: 

Option 2  
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Select and double click on transaction 

Open SAP Menu folder 1 

2 



Creating a New Transaction: 

Option 2  
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Create transaction 3 



Multiple Open Transactions   
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Click the Creates New 

Session        button 



Multiple Open Transactions   
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In the Command Field type:  fb75 

Click the 

Enter button 

2 

1 



Multiple Open Transactions   
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Create Transaction 



Ending a Transaction:  Option 1  
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Click the Exit       button on Standard Toolbar 

Select “Yes” to Exit 

without saving data 

Select “No” to go 

back and save data 

1 



Ending a Transaction:  Option 2  
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Click Enter 

        button 

1 

2 

In the Command Field: Type /n 



LESSON 6 – HELP AND  

ECC LOG OFF 



Help with Transactions 

Place curser in the 

transaction field 

Select the Help         button, or  

use the F1 function key on the keyboard 

Performance Assistant window 

displays field overview 
1 

2 

3 



SCEIS uPerform 



SCEIS uPerform:  Option 1 

Select SCEIS Help 

Go to the Menu Bar and select Help 1 

2 



SCEIS uPerform:  Option 1 

Click Search button 

Enter Search Terms 

2 

1 



SCEIS uPerform:  Option 1 

Displays all material related 

to your search term 



SCEIS uPerform:  Option 2 

Point mouse 

over Training 

From drop-down menu, 

select SCEIS uPerform 

2 

http://www.sceis.sc.gov/ 1 

3 



SCEIS uPerform:  Option 2 

uPerform content 

Advanced Search 



Additional Help Resources  

79 

Resources are available to assist should you 

need help: 
 

• E-mail or call the SCEIS Service Desk: 
• Service Desk Ticket form:   

http://www.sceis.sc.gov/requests/  

• Phone#:  803-896-0001  

(Select option 1 for SCEIS Help.) 

 

• Contact production support within your agency for 

assistance (if available). 

http://www.sceis.sc.gov/requests/


Print Screen “Hard Copy”  
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Select Customizing of 

Local Layout        button 

Select Hard Copy 

from drop-down menu 
2 

1 



Logging Off  
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Select the Exit        button 

Select the  

Yes or No button 
2 

1 


